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EXHIBIT I OR NOTICE
PM-421

SUPERVISOR ACTION TO
EVALUATE EMPLOYEES
THROUGH ICAMS


don.howard
Note
Select the toolbar icon to Counterclockwise rotation to properly view image.


Before taking action to enter
Summary/Final Performance
Appraisals in ICAMS,
Supervisors need to evaluate The
FY performance of the
Employees they supervise.
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Supervisors are to perform-he end of year
ICAMS by selecting “tasks”.

summary performance” appraisals through



District Directors are to meet
With COC’s and determine the
Summary rating for CED’s.
This determination 1s to be
Documented in the Executive
Session of the COC Meeting
Minutes



& :ll“.u..m. HV._ e r?,__m_..:.f_uv.wqx .‘u..‘_».w..._“_..._qm....qr i y o

=9¢, - — o

: Haome > Poral Home = Portal Employes = Potal = Manager Tasks MNew Windos

Pum.

IHE |

= 3 Manager Tasks:

CHE... & =

= ! Awards |

[P F... Career Pian _

k. NTE Extension _

.

il Performance _

it

= Training A. |

o L Add/Update Position Djta |

LN Approve Pasition |

” Fu;.w_ i __.:r_unmq ._.m_m

Click on “performance”.




TR

B ach)
E.
m
.. il
Foe
Fu
Foui _|vmnn_§m=nwm_m= _
Hiii
Ly
K Progress Review _
s :
N

Summary Rating _

..

Pas

F.

P

S0 a
S0




View All

Firat [4] 4.4

of 12

> BB

Hui, wﬁum_am:_n%:unm H MNewy mﬂ_ﬁ@ _ Existing Rating u
Lt Byrd,Dana L MWew Rating “ Existing Rating _
Lo Conyers Linda O New Rating _ Existing Rating . _
“_,.._ |Crafl,Laura A New Rating _ Existing Rating _
NG Daniel, Sharidon L New Rating |  Existing Rating |
P |Davis,Willie J New Rating |  Existing Rating |
” MaclinJdames L. New Rating _ Existing Rating _
s Riepe Bandra J MNew Rating _ Existing Rating _
5. TarryLinda N New Rating |  Existing Rating |
M ..Emm:c.._a Marsh,Cofistanca M Mew Rating _ Existing Rating u
Toai

TSP

W,

e T N T

= HR 3 Warklist 2 Help Sign out

Meww Window




o 1%

sl

g

[

S o

_m:EEmQ Rating

Employee List
Appelman,Charlofte H
Byrd,Dana L

iCanyers Linda ©

Craf,Laura A
Daniel Sharidon L

{Davis Willie J

MaclinJdames L
Riepe,Gandrs J
Tarry,Linda M

Washburn Marsh, Canstance M

YWintars Patricia E

VYWooden Jr. Brian T,

Mew Rating _

Existing Rating

First [4] 142 6842 [®] Las

Mew Rating |  Existing Rating
[R=1 mmﬂ:ﬁ|_ Existing Rating
Mew Rating _ Existing Rating
Mew Rating # Existing Rating

Mew Rating _

Existing Rating

New Rating |

Existing Rating

Mew Hating _

Exlsting Rating

Mew mﬂ__:u_

Existing Rating

New Rating _ Existing Rating
New Rating |  Existing Rating
Mew Rating _ Existing Rating

|
_
|
|
|
|
|
|
|
|
|

o e e

{2 ihmarklist

e s R A ok 5

e T A iy s i o P e

Jack I.c”awﬂ Direck ﬂ.. ; /24 Summary Rating - M...




& Home @ worklist 2 Help = iSign Out

Home = Self Service = Manager = Tasks = Sup Creates Summary Rating

Sup Creates Summary Rating

Add a New Value

Plan Start Date: |10/01/02|
Reviewed Date:|08/08/2003

Aremi

it [ 8 eekbbs vt b))\ 8 bote a0t - [ NG ROve [ i

1. m:ﬁmﬂ H:m starting date Qn ﬂjm perfgrmance n__m:._ The performance plan start amﬁm ﬁoﬂ
Most plans should be 10/01/02. 2. Click on “add”.




There are 2 ways for entering the
Performance Appraisals:

1. The easiest and most frequently used is to
enter an overall summary rating, reviewers
comments, and save as shown on the
following slides.
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2. The second way to record Performance
appraisals is to go under the “elements
and Standards” tab and enter a rating
For each individual element. This
method is usually only used when the
rating for one or more elements 1s
“results not Achieved”.
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REVIEW THE APPRAISAL
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| | From:  AMDC@nFac.usda.ghy To: _nn__._z_m_Emm.jw:m?zm.wmj@{n_Eun__u_u..,
| | Subject: Parrish, James C{012D59) did Summary Rating For Washbt Ce:

"CAMS has a waorklist eniry awaiting your action,

Click on th&following link th proceed to "CAMS login screen.
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Employees will receive an e-mail notification to inform them
they have an action on their ICAMS worklist that needs to be
taken.
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mEEmuﬁm enters his/her ICAMS user ID and password
IMPORTANT!! PLEASE DO NOT ATTEMPT ACCESS MORE

THAN 2 UNSUCCESSFUL TIMES. CALL MARJORIE AT THE STO
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Employee clicks on “worklist”.
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Click on the blue worklist link next to “supervisor did your
Rating”
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_, [ Summary Rating

EmpliD:

Performance Plan Start Date;  10/01/2002 Next Performance PlanBy:  10/01/2003
Performance Plan End Date;  09/30/2003 Perf Plan Reviewed Date: 08/22/2003

g [ o B A |
Raview Type:| =UIMaty 5aling Crverall m..___E__“.J. Results Mot Achieved

| Rating Scale: 4
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1. Employee reviews rating and comments entered by
The supervisor.



. Washburn Mearsh, Constance M . @ Home & HR & Warklist 2 Help

EmpliD;

Performance Plan Start Date;  10/01/2002 Next Performance Plan By: 1000172003

Performance Plan End Date:  09/30/2003 Perf Plan Reviewad Date: 082272003
Review Type:| ZUmmary Rating v Owverall Ra .:ﬁﬂl Results Not Achieved
OF M ma_a Emmﬂ_a Fattern A Dept: 905098  ADMINISTRATIVE 7 . 6
e BRANCH 3. Click “create
fJency: AG  FA FSA Position: 90015467 Pay Plan:

Job Code: 004480 ADMYOFFCR @mk_%\:U—.m ntable form”
112060 Parrish James C Create Printable Form | to O—U._“m._._)_ d _..-m—.ﬁ_
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Comments: | Pl el _ i Comment: _3£m:m wishes 1o maks herel | “U—Uq-m_mm -
Emnlovee Page

Bsave) (@ o0 L | ({38 Next tab )
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\_ m33_0<mm m:ﬁm_.m oo:‘_Bm:#m as mu_o__nm_u_m in the
~ “employee comment” block. 2. Click on “SAVE”! This is
VERY IMPORTANT!
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The narrative slxtenival describes the “resall Achivved" level of perfurmance, Where applicuble, guuntity.quality, snd fineines are derived
dirbgily froam apropriste sgeney regulations,policies. instroctionswark plans, ete. 16 no sgeney or repylatery yuidelines exist, further
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i Complete wiyrk assigniments are routinely performed in a timely manner, assuring a quality of work that

1] meets the neetls of the organization. Solutions developed demonstrate inprovemeants in work methods, Work
products do notyequire substantive revisions. Assignments are completed in accordance with applicable

ageney puidelines ineluding imeframes,

Further elari fieatidg,as needed:
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tesearch and Analysis X
heroughly and accuratel y reseskches issues in a timely manner,using available reference sources (e
sDA manuals or applicabie lowhor repulations). Makes reasonable recommendations or decisions based on
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{# Deleted Items
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. &.4 Inbox - Microsoft Ot

-The mcum_é__m_o_. E___ receive an mSm__ to notify him/her

o This message has extra line breaks. Ta remove, click here, _
From: AMDC@nfac.usda,goy " To:  CalvinParrish@va.usda.gov =)
Subject: Washburn Marsh, Constance M{012073) added Summary Rating commeants f Ce:

*CAMS has a worklist entry awaiting your action,
Click on the following link to proceed to FCAMS login screen.

hitps:ficams usda gov/servets/iclientsendel/ICAMS02/2cmd=login

Note: Please do not respond back to this email
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that the employee has added comments regarding the rating
and that an action is on the supervisor’s worklist.
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OV R Ol o Added Rating

._ L nary: : | 728 New Worklist panel fo, .. W m.__.nvﬂ____ﬁw.;mun-ﬂ.ﬁ.w_;...“ f

Supervisor goes to his/her worklist and clicks on the blue
Link next to “employee added rating comments”.
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Performance Plan Start Date;  10/01/2002 Next Performance PlanBy;  10/01/2003 H
Performance Plan End Date:  09/30/2003 Perf Plan Reviewel Date: 08/22/2003
Review Type:, ZWnimany Rating o~ Cwerall m,w:_auﬁ. Resulls Mot Achleved
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Performance appraisals will have electronic signatures which
Are sufficient and official. When the rating is “results not

achieved”, there must also be a “reviewing official” signature.
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2T _ Request Awards,

il Training,
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Supervisor (CED, FLM, STO Section Head, SED) selects
“reports”.
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iris = Perforimance Sunimary ey Wirnd o
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Fiscal Year: (2003 [Q

Review Period Perfermance Plan Progress Review Sunmary Rating

10/01/2002 - 08/30/2003 Finalized
027082003 - 08/30/2003 Finalized
10/01/2002 - 0943072003 Finalized
10/01/2002 - 09/20/2003  Finalized

Completed - 23-APR-2003 Meone
ompleted - 04-JUN-2003 None
one

MNone
Qompleted - 23-APR-2003 Mone

100142002 - 09/30/2003 Finallzed Completed - 17-APR-2003 Mone [
100120032 - 09/30/2003 Finalized Completed - 23-APR-2003 Completed - 02-2EP-2003
0200912003 - 09/30/2003 Finalized Completed - 05-JUIN-2003 MNone

150, 1010142002 - 09/30/2003  Finallzed Non None
BT 1000172002 - 0203002003 Finalized Completed - 24-APR-2003 Mone
1T 10/01/2002 - 08/30/2002  Finalized Completed - 1B8-APR-2003 None
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javascript:submitaction_maing(document . maing

. /2§ Performanice SUmmar,..

1. Enter the correct FY (2003) and tab out. 2. Click on “view
all” to see all employees supervised.
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.l ans = Performance Summary

3

Review Period

10/01/2002 - 08/30/2003
02/09/2003 - 0943042003
1040142002 - 09/30/2003
10/01/2002 - 09/30/2003
100142002 - 0913042003
18/01/2002 - 0873072003
02/09/2003 - 0973072003
RE . 10/01/2002 - 08/30/2003

10012002 - 0873002003
10/01/2002 - 0872002003

.a_.ﬂ

N T
T

Performance Plan

Finalized
Finallzed
Flhalized
Finallzed
Finalized
Finallzed
Finallzed
Finalizad
Finalized

Finalized

Progress Review

Completed - 23-APR-2003
Completed - 04-JUN-2003
Mone

Completed- 23-APR-2003
Completed - 17-APR-2003
Completed - 23-APR-2003
Completed - 05-JUN-2003
MNone

Completed - 24-APR-20
Completed - 16-APRZ2003

dewy Window

Summary Rating

None
Mong
Maone
None
hone
Completed - 02-SEP-2003

MNane

None
MNone

MNane

Verify that summary ratings have been entered for all

employees excluding COC members and COC advisors by

the October 31 deadline.




